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UNIT 1

FACILITY SUBMISSION

SUBMISSION PROCESS OVERVIEW

Update Account to keep it current

You can add and maintain facility and chemical inventory information throughout the
year. You can maintain facility information such as facility name, address, owner
information, mailing and billing addresses, and emergency contacts. You can also
maintain chemical inventory information such as when quantities changes. Keeping this
information up to date aids the First Responder community who will be able to access

the information in case of an emergency.

Complete Submission Process when report deadline approaches

When it is time for a report submission, the schedule of which will vary depending on the
type of report being submitted, you can complete the Submission process. The
submission process is done once, whereas the updating of the account can be done
throughout the year. It is only during the submission process that the reports are officially
submitted, any applicable reporting fees are assessed, and reports are reviewed by

compliance administrators.

SUMMARY

The TIER Il MANAGER™ enables you to complete an online submission to meet SARA
Title 111, Emergency Planning, and Community Right to Know Act compliance according
to regulations. The online system makes it easier for facilities to access and maintain
current information anytime using a simple Internet connection and an authorized
username and password. This Unit will help you understand the functionality of the TIER
I MANAGER™ for the facility submitters.
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NEW USER REGISTRATION

If you are a new user of the TIER Il MANAGER™, you will need to register to get a user
account in the system. You have the ability to enter Tier Il reports for various facilities
you may be managing under your user account. Start by completing a New User
Registration Form. The administrator will review the completed registration form, and
you will be contacted by email when your TIER 1| MANAGER™ User Account has been

approved. Follow the instructions in this section to register as a new user of the system.

1. Log onto the TIER Il MANAGER™ site address.

2. Click on Register Now. This will prompt you to complete a registration form.

3. Choose a Facility Username. You cannot enter in any quotes or other special
characters like #, $ into this field.

4. Choose a Password.

5. Retype the Password.

6. Enter your Fist Name.

7. Enter your Last Name.

8. Enter your Company Name.

9. Enter the Facility/Site Address. If you manage multiple facilities, enter information
for one of your facilities just for user registration purposes.

10. Enter the Facility/Site City.

11. Select the Facility/Site State from the drop down menu.

12. Enter in the Facility/Site 5 digit Zip Code.

13. Enter in your Telephone number. Phone numbers must have at least ten digits.

14. Enter your Email Address. The address should follow standard email format. This
email address may be used to contact you regarding questions the administrator
may have for your account set up. It also will be used to notify you about account

approval.

15. Retype your Email Address. It should match the email entered already.
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16. Select a Hint Question from the drop down menu. The Hint Question is requested
so that if you forget your password, the system will be able to ask you the Hint
Question. If you respond with the appropriate Hint Answer, the system will
retrieve the forgotten password and send it to your registered email address.

Please enter a Hint Question that you can remember and answer easily.

17. Enter in the Hint Answer. The Hint Answer is requested so that if you forget your
password, the system will be able to ask you the Hint Question. If you respond
with the appropriate Hint Answer, the system will retrieve the forgotten password
and send it to your registered email address. Please enter a Hint Answer that you

can remember and answer easily.

18. For security purposes, you will need to enter in the characters displayed in the

graphic.

19. Click on Register if you have completed the form.
20. The registration form will be sent to the administrator for approval.

21. Upon administration approval, you will receive an email from the system
administrator notifying you that you are now able to log into the system with your

username and password that you registered on the form.

22.When you receive your account approval, you may log onto the TIER Il
MANAGER™ site to sign in. When you log in for the first time, you may be asked
to reset your password. Complete the reset password screen following the
instructions in the next section. Then, log into the system again using your

username and new password.
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Username
[8-12 alphanumeric characters]

Password
[8-12 alphanumeric characters]

Retype Password
First Name

Last Name
Company Mame
Address

City

State

Zip

Telephone

EMail

Retype EMall
Question

Secret Answer

you forget it.

The secret answer can be used to wverify
your identity and retrieve yvour password if

Pleaze enter the characters as shown

New User Registration

Enter a Username and Fassword and complete the information below. The registration request will be sent to
the System Administrator and you will be contacted via Email.

[IDsiGIS1 |

[Danizl

[Mohan

|IDSi International

[2125 Center Avenus - Suite 500

|Fort Lee |

Mew larsey -

[2013029494 |

info@idsiintarnational.com

info@idsiint=rnational .com

What was vour first car?

|Mazda

[Lanap

I Register Il Cancel |

Diagram 1: New User Registration page

New Login

Your registration information has been sent to the Tier II Administrator for
approval. You will be contacted by email when your account is approved.

Login Page Close Window

Diagram 2: Confirmation of Registration page
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RESET YOUR PASSWORD

If you want to reset your password, follow the steps below.

1.

2.

3.

Log onto TIER 1|l MANAGER™ site address.
Click on Reset your Password?

Enter your Facility Username.

Enter your Old Password.

Enter your New Password.

Retype your New Password.

Click on Submit.

Your password will be reset immediately.

You will need to login to the system with your Username and New Password.

Reset Password

Username [IDsicIs1

EREEE X XX
Zld Password |

Mew Password

|mm****mmm |

Fetype Mew Password |*********

Diagram 3: Reset your Password page
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FORGOT YOUR PASSWORD

1. Log onto the TIER Il MANAGER™ site address.

2. Click on Forgot your Password?

3. Enter your Facility Username. Click on Continue. If you forgot your Facility

Username, you must contact the System Administrator.

4. Answer your Hint Question. Click on Continue. This is the question you entered when

you registered within the system.

5. If answered correctly, you will be prompted to reset your password. Enter a new

Password. Save the information.

6. You will need to login to the system with your Username and new Password.

Account Information

To reset your facility password, please enter the following information and then
click Continue.

usermame: [D5GIST

Back Close Window

Diagram 4: Forgot your Password Step 1

Account Information

Answer the Question and click Continue

What was your first car? bdazda

Back

Diagram 5: Forgot your Password Step 2
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Account Information

Please reset your password and click Continue.

Mew Password: |*eeessss

Close Window  Back to Login Page

Diagram 6: Forgot your Password Step 3
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SIGN IN

In order to access your user account, you must sign into the application with a valid
Facility User username and password. Once you sign in, you will be able to create, view,
and edit your facility information. Follow the instructions in this section to sign into the

system.

1. Log onto the TIER Il MANAGER™ site address.

2. Click on Sign In. This will prompt you to enter in your Username and Password
information.

3. Enter your Username.

4. Enter your Password.

5. Click on Log In. If you are logging in with your Username and Password for the first
time since they were approved by the Administrator, you may be required to reset the
Password. A Reset Password screen will appear. Enter your Username. Enter the
Password for which you registered, called the ‘Old Password.” Enter a new
Password. Retype the new Password. Save the information. You will then be

required to login with your Username and the new Password.

6. Read the instructions and then click on Continue in the upper right hand corner.

7. You will be brought to the Main Menu.

Username:|[DSIGIS1

Password:; esessses

Forgot your password?
Back

Diagram 7: Login page
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Search

Main Menu

Add a New Facility | Update User Profile | Help on Tier |l Reporting

The following facilities are registered under this username. You can update Tier II information
by clicking on the Facility Name. If you want to preview the most current data entered, click on

the Current Data icon across from each Facility Name.

[AI]JABCDEFGHIJKLMNOPQRSTUVWXY Z Other

FI1D

Company

Facility / Site

Name

Name &

Street
Address

Current
Data

Annual
Submission
Status(2005)

Certification
Status

302|311 [ERP

Mo Facilities available.

Diagram 8: Main Menu page
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MAIN MENU

From the Main Menu, you can view a listing of all facilities with reports entered under
your User Account. The table shows the Client System ID, Company Name, Facility/Site
Name, and Address, link to view current data, and Annual Submission status for the Tier

Il Report.

Note that if you submitted Tier Il Reports for previous year submissions, you should see
your facility reports under your User Account. If you do not, contact the System

Administrator. Contact information can be found in the Help Guide.

1. To search for facilities by Facility ID, Client System ID, Facility Name, or Company

Name, select the Search link at the top of the report.

2. To activate the sort by column name, click on one of the column titles which are
underlined. This will activate the ‘Sort’ feature and you will see a triangle appear next
to the column title name. To sort by any of the columns, click the column title. The
upward arrow means that the list is sorted by the column header in ascending order
and the downward arrow means that the list if sorted by column header in

descending order.
3. To view report submissions submitted for the facility, click the Facility Name.

4. To view the current data entered for the facility, click the report icon under ‘Current

Data’. Current data displays the most recent information updated by the user.
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Search

Main Menu

Add a New Facility | Update User Profile | Help on Tier |l Reporting

The following facilities are registered under this username. You can update Tier IT information
by clicking on the Facility Name. If you want to preview the most current data entered, click on

the Current Data icon across from each Facility Name.

Fadility ID -

Client System ID
Fadility Name

Company Mame
AIIABCDEFGHIJKLMNOPQRSTUVWXY Z Other

I Search || Show All

FIDy

Company

Facility / Site

Name

HName &

Street
Address

Current
Data

Annual
Submission
Status({2005)

Certification
Status

302|311 [ ERP

Mo Facilities available.

Diagram 9: Main Menu Search page
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UPDATE USER PROFILE

1. You can update your User Account profile anytime by logging onto the TIER Il
MANAGER™ site address.

2. Click on Sign In. This will prompt you to enter in your Username and Password

information.

3. Enter your Username.

4. Enter your Password.

5. Click on Log In.

6. From the Main Menu, click on Update User Profile.

7. Once all changes have been made to the profile, click on Submit Changes to save

the changes to your profile.

Uszername
First Name
Last Name

Company
Mame

Telephone
EMail

Retype EMail

Update User Profile

The user profile contact information below will only be used to communicate
changes to account access. All other facility-specific communication will be
conducted using facility-specific contact information.

BWusero07

[Daniel |

[Mohan |

[1DSi International |

[2013029494 |

linfo@idsiinternational .com |

linfo@idsiinternational .com |

| Submit Changes || Cancel without Save

Diagram 10: Update User Profile page
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MENU OPTIONS

In the TIER Il MANAGER™, there is a menu with options that appear above the main

screen. The options have multiple functions. Follow the instructions below to understand

how each function works.

1.

2.

Click on Main Menu in the menu to view a list of all facilities.

Click on Offline Reports in the menu to obtain a Tier Il Report that you
have generated offline. Offline reports are generated when a facility
has more than 200 chemicals and the report is too large to generate
online. Users will be notified by email when the reports are ready to

retrieve in this Offline Reports menu item.

Click on Instructions in the menu to view the submission requirements

specified by the administrator.

Click on Hard Copy Mailing List in the menu to view the mailing addresses for

hard copy mailings to other authorities (if applicable).

Click on Resources to view a set of links, contact, and other resources that

may assist you during your submission process.

Click on Website in the menu to go to the head agency website, which may

contain additional information to help you do your submission.

Click on Feedback in the menu to prompt an email to the System

Administrator with any questions or comments you may have.

Click on Help to get context-specific help instructions.
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ADDING FACILITY AND CHEMICAL INVENTORY INFORMATION
FOR A NEW FACILITY

If you are adding a new facility, you will start the first step of entering Facility
Location, Owner/Operator, and Emergency Contact information. When you
complete this step, a system ID will be automatically assigned to the facility you

have created.

Please ensure that you do not double enter facilities that may already exist
in the system. If you have previously submitted information for a facility,

but do not see it in your account, please contact the system administrator.

Follow the instructions in this section to enter to enter the facility information.

STEP 1: Enter Facility Details

1. Once you have logged into the system successfully, click on Add a New Facility

from the Main Menu.

Main Menu

skl o leswiivd | Update User Profile | Help on Tier Il Reporting

The following facilities are registered under this username. You can update Tier IT information
by clicking on the Facility Name. If you want to preview the most current data entered, click on
the Current Data icon across from each Facility Name.

Search

[AN]ABCDEFGHIJIKLMNOPQRSTUVY WXY Z Other

Certificati
Company Facility/ Site Street Cuirant Ann_ua_l ertification
FID Rame Sy Pt Dt Submission Status
Status(2005) | 302 [ 311 | ERP

No Facilities available.

Diagram 11: Add a New Facility link

2. Enter the Facility Physical Location Information.
a. Enter the Company Name.

b. Enter the Facility’s Name.
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Enter the Facility’s Street Number.
Select the Facility’s Street Direction from the drop down menu.

Enter the Facility’s Street Name.

-~ ® o o

Select the Facility’s Street Type from the drop down menu.

Select the Facility’s Street Unit from the drop down menu.

5 Q@

Enter the Facility’s Street Unit Description. For example, if you picked
‘Suite’ for Street Unit, enter ‘200’ into the Street Description.

i. Select the Facility’s City from the drop down menu.

j-  Select the Facility’s County from the drop down menu.

k. Select the Lookup icon. Based on the County selected, all municipalities
in the selected county will be populated in the look-up. Select the

appropriate municipality and it will be populated in the form.

Select the LEPC from the drop down menu.
. Select the Facility’s Fire Department from the drop down menu.
Enter the Facility’s 5 digit Zip Code.

©e = 3

Enter the Facility’s Business Phone Number. All phone numbers must
follow a standard format such as (201) 302-9494 or 201-302-9494 with
optional extension in the format of x1234-567 or x1234567.

p. Enter the Facility’s Fax Number, if one exists. All phone numbers must
follow a standard format such as (201) 302-9494 or 201-302-9494 with
optional extension in the format of x1234-567 or x1234567.

g. Enter the Facility’s website, if one exists.

r. Enter the Facility’'s Email Address. This should follow standard email
format. This is the email address that will be used for any notifications
from the system regarding noncompliance, request for additional
information, and other system announcements.

S. Retype the Facility’s Email Address.

t. Enter the Latitude information for the Facility. The latitude value must be

within jurisdictional (State, County, City) boundaries.

i. Latitude should be in Decimal Degrees. If you have your Latitude
in degrees, minutes, and seconds format, you can use the
Decimal Degrees Conversion Tool. To use the Decimal Degrees
Conversion Tool, click on the compass icon. Begin entering the

numerical digits for Degrees, Minutes, and Seconds and then click
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on Calculate. In order to populate this information into the Latitude
box, click on the Click here to copy the Decimal Degrees to the
Latitude Entry Box.

If you do not know your latitude information you can use the
Geocoding Tool and the system will populate your latitude
information based on the address you have entered. To use the
Geocoding Tool, click on the globe icon. Your address will be
populated for you in the tool. In order to populate this information
into the Latitude box of the form, click on Paste Coordinates Back

to Form to copy the Latitude into the Entry Box.

u. Enter the Longitude information for the Facilities. The longitude value

must be within jurisdictional (State, County, City) boundaries.

Longitude should be in Decimal Degrees. If you have your
Longitude in degrees, minutes, and seconds format, you can use
the Decimal Degrees Conversion Tool. To use the Decimal
Degrees Conversion Tool, click on the compass icon. Begin
entering the numerical digits for Degrees, Minutes, and Seconds
and then click on Calculate. In order to populate this information
into the Longitude box, click on the Click here to copy the Decimal

Degrees to the Longitude Entry Box.

Latitude: | | El}‘

o \ Conv. to
Lu:-ngltuu:le.| Dec. Dag

Diagram 12: Degrees, Minutes, Seconds to Decimal Degrees Step 1

DMS{Degrees, Minutes, Seconds) to DD{Decimal Degrees)
Enter the DMS degrees in the input boxes and press calculate

Degrees Minutes Seconds Decimal Degrees

oMs: [40 |[6 |[1 | oo: | |

Diagram 13: Degrees, Minutes, Seconds to Decimal Degrees Step 2
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DMS{Degrees, Minutes, Seconds) to DD{Decimal Degrees)
Enter the DMS degrees in the input boxes and press calculate

Degrees Minutes Seconds Cecimal Degrees

DMs: [40 6

] oo | |

s T==gto copy the Decimal Degrees to the Latitude Entry Box

Click here to copy the Decimal Degrees to the Longitude Entry Box

Diagram 14: Degrees, Minutes, Seconds to Decimal Degrees Step 3

Latitude: [40.10027778 | @%
Lu:ungituu:le:| | o

Diagram 15: Degrees, Minutes, Seconds to Decimal Degrees Completed

If you do not know your longitude information you can use the
Geocoding Tool and the system will populate your longitude
information based on the address you have entered. To use the
Geocoding Tool, click on the globe icon. Your address will be
populated for you in the tool. In order to populate this information
into the Longitude box of the form, click on Paste Coordinates

Back to Form to copy the Longitude into the Entry Box.

Latitude: | | @

LangkudeJ

| Locate
Lat/Long

Diagram 16: Address Geocoding Tool Step 1

TIER Il MANAGER™ Version 3.4 User Manual © 2008 IDSi International 19



'leﬂoo!@ - ki ‘ North ™~ PFine Haven

-~ Deerfield
Gn i 4 e White Fox
A 3y
I8, L Spring Lake
'\b‘?{_ Thopshire Fam ——

N _Brentuooe
w0, Blgewand— - -Savalier Park
| [ \

) |Dalkforest |
VWestwood
Seven Hills
.. Breckenridge - l
dllbrack o —— -

~Wilsan
L7 wines St 5E/
o Glenwood Hills

Sandy‘ﬁl’-e-elc
Wiondfield ~
Farrior Park Bel-Ar Forest

Lincoln Heights. Eastwood

Boswellvill:

2

F

&)
£

A el
B
45
H'2006 Yahoo! Inc.
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Diagram 17: Address Geocoding Tool Step 2

Address Geocoding Tool
Enter the Address in the input boxes and press Geocode

Street |4DD 5 Main

City [wilson City
State
Zip Code 27893

Latitude  [35.7136 |

Langitude |—7?.9 194 |

| Geocode || Paste Co-ordinates back to Form

Latitude: |35.7136

| Q

Longitude:|-77.9194

| Locate
Laty Lang

Diagram 18: Address Geocoding Tool Completed
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Facility Physical Location

Company |IDSi International |
Mame:

Facility Name: |IDSIGIS Station 2 |

Street [400 | Street South b
Mumber: Direction:
Street Name: |f""|EIiFI | Street Type: Street -
Street Unit: Suite v Street Unit  [2p0 |
Description:
Citys Wilson City -
2 i = Facility — :

County; Wilson Municipality: 7 [west wilson |

: . = Fire : : =
LEPC: Wilson County S Wilson Fire Dept
State: M Zip Code: |278593 |
Facility Phone: |2524845953 | Fax Mumber: |2525844823 |
Web: |www.idsiinternational.com |
Facility Email: [info@idsiinternational.com | Retype Email: info@idsiinternational.com |
Latitude: |40.10027 | E.Ih @

B : Conv. to Locate
LDngltudE.|?9.95916 Dec. Pag  LatSLong

Latitude and Longitude must be in Decimal Degrees.

Diagram 19: Facility Physical Location Information of Step 1

3. Enter the Owner/Operator’s Information.
a. Enter the Owner/Operator's Name.

i. You may populate the Owner information from another report in
your User Account. Select the Lookup icon next to the Owner
Name field. From the list, choose the Owner's name. The
information will automatically populate the rest of the
Owner/Operator’s Information.

ii. If you want to copy the Facility’s Physical Location information to
the Owner information, click the green arrow next to the address
field.

Mame: E'I

Diagram 20: Owner/Operator Look Up Option Step 1
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Search for Owners where

|Owner Mame ;Il ;ll Search | | Show all

Diagram 21: Owner/Operator Look Up Option Step 2

Search for Owners where

| Owner Mame x| | Starts with =] [Dan Search | | show all

Diagram 22: Owner/Operator Look Up Option Step 3

Search for Owners where

Owner Hame % . | [ search Show All

List of Owners

[AIJABCDEFGHIJKLMNOPQRSTUVY W XY Z Other
[1]

|Namg IS ‘.ﬁddress |l:il'y' ‘Stahe |zip |tounh—y |Fa:i|il~y D ‘

Fage 1 of 1 (Total Results:1)

|Dame\ Mohan ‘2125 Center Ave |Fm’t Les ‘NJ |U?UZ4 |US |52 ‘
[1]1 Page 1 of 1 {Total Results:1)

Diagram 23: Owner/Operator Look Up Option Step 4

Marne: (] IDaniEl Miohan

Diagram 24: Owner/Operator Look Up Complete

b. Select from the drop down menu the Owner/Operator’s Country.

c. Enter the Owner/Operator’s Mailing Address.

d. Enter the Owner/Operator’s City.

e. Select from the drop down menu the Owner/Operator’s State.

f. Enter the Owner/Operator’'s 5 digit Zip Code.

g. Enter the Owner/Operator's Phone Number. All phone numbers must

follow a standard format such as (201) 302-9494 or 201-302-9494 with
optional extension in the format of x1234-567 or x1234567.
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Owner/Operator Mailing Address
If vou enter an address outside of the US or Canada, enter the state/province name in the City field.

Name: EHDanieI Mohan |

Country: United States -

Street =

Rl F| |2 125 Center Avenue

City: [Fort Lee | State: Maw Jersey -
Zip Code: |U?C|2£1 |

Phone: |2013029494 |

Facility Identification Information

SIC Code:  [1]][1081,3398 | Sl Brad  [4g5049 |
TRIFID: 18226 | NAICS: 7 [23403 |
EIN (Tax ID Client System

o 5 [346678658 | =l [1 |

Diagram 25: Owner/Operator Information of Step 1

4. Enter the Facility’s Identification Information.

a. Type the SIC Code. If you choose to use the SIC Lookup Menu, click on
the report icon and type in the SIC Code Description. Click on Search SIC
to bring back all the results that match your description. You are capable
of showing multiple items per page by entering in the number into the box
on the far bottom of the page and clicking on the Enter key. Once you find
the correct SIC Code, you can select it by checking off the check box.
You can check off multiple SIC Codes. Click on Select Checked, to
populate the SIC Code(s) in the Selected SIC field. Once all SIC codes to
be copied to the Tier Il form have been selected, click on Close. The SIC
Lookup Menu will disappear and the selected SIC codes will appear in the
Tier Il form. To restore it, click on the report icon again.

SIC Code: | |

Diagram 26: Search SIC / NAICS Code of Step 1
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Use the Search SIC Code Description to narrow down SIC Code options, Check the SIC Codes to be populated from the results menu, Selected codes will appear in the Selected SIC Field, Click 'Select Checked'
to populate the SIC Code field in the Tier II Repart. Click the Close button to close this window when you are done selecting SIC codes.

@ starting with O Exact Phrase (O Containing String

The SIC list is for lookup purposes anly. It is not a complets, verified SIC list, If you find a discrepancy between your data and the search results, please ressarch further before crtifying. SIC Codes may
repeat several times since they are known by several names.

Diagram 27: Search SIC / NAICS Code of Step 2

Use the Search SIC Code Description to narrow down SIC Code options, Check the SIC Codes to be populated from the results menu, Selected codes will appear in the Selected SIC Field, Click 'Select Checked'
to populate the SIC Code figld in the Tier II Report, Click the Close buttan to close this window when you are done selecting SIC codes,

S1C Description:

@ starting with ) Exact Phrase ) Caontaining String

The SIC list is for lookup purposes only. It is not a complete, verified SIC list, If you find a discrepancy between your data and the search results, please research further befare certifying, SIC Codes may
repest several times since they are known by several names,

Selscted 51C: [1091,3398

[1 2]k Last Fage 1 of 2 (Total Results:10)

Search Results [select checked ][ Close

Metal Mining Services
1081 . Metal Mining (except geophysical surveying)
. Geophysical Surveying and Mapping
Metal Household Furniture
. Except Uphalstered and Metal Box Spring Frames

o 2514 . Upholstered
. Metal Box Spring Frames
3398 Metal Heat Treating
E 3411 Metal Cans
[ 3412 Metal Shipping Barrels, Drums, Kegs, and Pails
[1 2]k Last Page 1 of 2 {Total Results:10)

Rows per page 5

Diagram 28: Search SIC / NAICS Code of Step 3

SIC Code: m|1081,3398

Diagram 29: Search SIC / NAICS Code Complete

b. Type the Dun & Brad Number, if known.

c. Type the Toxic Release Inventory Facility ID (TRIFID), if known.

d. Type the NAICS Code, if known. If you choose to use the NAICS Lookup
Menu, click on the report icon and type in the NAICS Code Description.
Click on Search NAICS to bring back all the results that match your
description. You are capable of showing multiple items per page by
entering in the number into the box on the far bottom of the page and
clicking on the Enter key. Once you find the correct NAICS Code, you can
select it by checking off the check box. You can check off multiple NAICS
Codes. Click on Select Checked, to populate the NAICS Code(s) in the
Selected NAICS field. Once all NAICS codes to be copied to the Tier I
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e.

form have been selected, click on Close. The NAICS Lookup Menu will
disappear and the selected NAICS codes will appear in the Tier Il form.
To restore it, click on the report icon again.

Type the EIN (Tax ID Number), if known.

Facility Identification Information

SIC Caode:

TRIFID:

EIN (Tax ID
Mumber):

i |1081,3398 | ﬁ;‘f‘ &Brad  [45504 |
[18226 | NAICS: i [23403 |
[346678658 | ;:Elji:ent System [q |

Diagram 30: Facility Identification Information of Step 1

5. Enter the Mailing Address Information, only if it is different from the Facility’s

Physical Location.

a.

b
C.
d

> a =~

Enter the Company Name.

In the Attn: field; enter the name of any person the mail should be sent to.
Select from the drop down menu the Mailing Address Country.

Enter the Mailing Address Street Address 1.

i. If you click on the green arrow in the Mailing Address field, the
system will automatically bring the Facility Physical Location
address to the Mailing Address fields. If you choose to enter in the
information manually, complete the following steps.

Enter the Mailing Address Street Address 2, if it applies.

Enter in the Mailing Address City.

Select from the drop down menu the Mailing Address State.

Enter the Mailing Address 5 digit Zip Code.

Enter the Mailing Address Phone Number. All phone nhumbers must follow
a standard format such as (201) 302-9494 or 201-302-9494 with optional
extension in the format of x1234-567 or x1234567.
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Mailing Address, if different from Facility Physical Location
If vou enter an address outside of the US or Canada, enter the state/province name in the City

field.

Company:
Attn:

Country:

Street
Address 1:

Streat
Address 2:

ity

Zip Code:

[IDSi International |

[Daniel Mohan |

|Ur‘|ited States ]

~ |2125 Center Avenue |

[Suite 500 |
[Fort Lee | State: [New Jersey -]
[07024 | Phone: [213029494 |

Diagram 31: Mailing Address Information of Step 1

6. Enter the Emergency Contact Information.

a. Enter in the Name of at least two Emergency Contacts.

i. You may populate the Emergency contact information from
another report in your User Account. Click the Lookup icon. From
the list, choose the Emergency Contact’'s name. The system will
automatically populate the rest of the Emergency Contact’s
Information.

Otherwise, enter in the Name and Title of two Emergency Contacts. By
default, a minimum of two emergency contacts is mandatory.

Enter in the Phone Number of two Emergency Contacts. All phone
numbers must follow a standard format such as (201) 302-9494 or 201-
302-9494 with optional extension in the format of x1234-567 or x1234567.
You should not enter a number more than once; each number should be
unique.

Enter in the 24 Hour Phone Number of at least two Contacts. All phone
numbers must follow a standard format such as (201) 302-9494 or 201-
302-9494 with optional extension in the format of x1234-567 or x1234567.
Enter in the Cell or Pager number if one exists for the Emergency

Contacts.
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Emergency Contact Information (Min 2 - Max 2 Emergency Contacts)
Mame: Title: Fhone Number: 24 Hr. Phone: Cell/Pager:

| | | | | | | | |
| | | | | | | | |

Diagram 32: Emergency Contact Look Up Option Step 1

Search for Emergency Contacts where

Ernergency Contact Hame v | [search | [ show an

List of Emergency Contacts

[ANJABCDEFGHIIJKLMNOPQRSTUYWXY 2 Other

[1] Page 1 of 1 (Total Results:2)
Emergency Contact Name & Title Phone Number 24 Hr. Phone Number cell/Pager Contactid

Daniel Mohan Dwner 2013029494 2014877899 2018596521 108

Jerry Halls Manager 2013029434 2018475962 2018485959 108

[1] Page 1 of 1 (Total Results:2)

Diagram 33: Emergency Contact Look Up Option Step 1

Search for Emergency Contacts where

Emnergency Contact Name ¥ || Starts with % | [Daniel | [ s=arch | [ show all

List of Emergency Contacts

[AI]ABCDEFGHIJKLMNOPQRSTUY W XY Z Other

[1] Page 1 of 1 (Total Results:1)
|Emergency Contact Name & ‘Tlﬂe ‘Phnne Number |24 Hr. Phone Number |l:ontacﬁd |
= E ] |
(1] Fage 1 of L (Total Resultsil)
Diagram 34: Emergency Contact Look Up Option Step 3
Mame: Title: Phone Mumber: 24 Hr. Phone: Cell/Pager:

M [Jane Doe | [owner | [2013020494|  [2014877895]|  [201859552

Diagram 35: Emergency Contact Look Up Option Completed

Emergency Contact Information (Min 2 - Max 4 Emergency Contacts)

Marne: Title: Phaone Mumber: 24 Hr. Phone; Cell/Pager:
@ |[Jane Doe | lowner | |2013029494|  |2014877895|  |201859652]
] perry Halls | [Manager |  |20130209402|  |2018475962|  [20124E8595]

Diagram 36: Emergency Contact Information of Step 1

7. If applicable, enter the Billing Address Information, if billing address is different

from Facility Physical Location.
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Enter the Billing Address Company Name.
Enter in the name of the person to whom any billing related mailings
should be sent.
Select from the drop down menu the Billing Address Country.
d. Enter the Billing Address Street Address.
i. If you place your cursor on the green arrow in the Billing Address
field, you can copy the Facility Physical Location address to the
Billing Address fields. If you choose to enter in the information
manually, complete the following steps.
e. Enter the Billing Address City.
f. Select from the drop down menu the Billing Address State.

g. Enterin the Billing Address 5 digit Zip Code.

Billing Address, if different from Facility Physical Location
If you enter an address outside of the US or Canada, enter the state/province name in the City

field.
Company: |IDSI International

Attn: [Daniel Mohan |

Country: |United States |

Street e

Flusll 212125 Center Avenue |

City: [Fort Lee |

State: [New Jersey =] zip code:  [07024

Diagram 37: Billing Address Information of Step 1

8. Click on Save Changes if you have completed the form. Click Exit Without Save

to exit the screen.

You will be presented with Step 1 Options. At this screen, you can choose how to

proceed.

1. Option 1, (Continue 312 Report (Tier Il Report)). This will bring you to your

Facility Home Page. Continue entering in the incomplete data.
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STEP 1 OPTIONS

Select an option below to proceed.

Continue 312 Report (Tier | Report]

Continue 302 Report (EHS above TPQ)

Diagram 38: Step 1 Options page
STEP 2: Chemical Descriptions and Storage Location

1. If you clicked on Continue 312 Report, you will be brought to your Facility Home
Page.

2. From your Facility Home Page, click on Add Chemical. Begin entering in the

Chemical Description.

3. If you want to use the Chemical Lookup Menu, click on Search by CAS/Chemical
Name.

a. A pop-up box will appear. If searching by CAS Number, you must enter
in the exact CAS number and click Search. If you are searching by
Chemical Name, type a portion of the Chemical Name, choose the type of
search you would like to complete (starting with, exact match, or
containing string. ‘Containing string’ means that what you type is
contained in some part of the chemical name). Then click Search. See
whether any of the selections on the Chemical Lookup Menu match the
chemical you are looking for. If so, click on the chosen chemical. The
selection will be populated in the form. If there is no match, close the
window by clicking the x in the top right hand side of the pop-up box and

enter the CAS Number and Chemical Name manually.

CAS Murmber: | — |

Chermical Narme: | |

Diagram 39: CAS Number/ Chemical Name Search tool Step 1
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chs wumber: | '

Exact match results only.

Chemical Name:  [CHLORINE | | Search Charmical |

" Starting wiith " Exact Phrase © Caontaining String

The chemical list is for lookup purposes only, It is not a complete, verified chemical list, If you find a
discrepancy between your data and the search results, please research further before certifying.
Chemicals with the same CAS number may appear several times since they are known by several names.

Diagram 40: CAS Number/ Chemical Name Search tool Step 2

cas humber: | '

Exact match results only,

Chermical Narne: |CHLORINE | | Search Chernical |

o Starting writh " Exact Phrase © Containing String

The chermical list is for lookup purposes only. It is not a complete, verified cherical list, If you find a
discrepancy between your data and the search results, please research further before certifying.
Chernicals with the same CAS number may appear several timmes since they are known by several narmes,

Search Results...
F7a2-60-5 - CHLORIME
F782-80-5 - Chlorine
A06-77-4 - CHLORIME CvaNIDE
B0B-77-4 - CHLORIME CvAaMIDE [CLEM]
FO377-94-5 - CHLORIME DIO=IDE

Diagram 41: CAS Number/ Chemical Name Search tool Step 3

Search by CA%S / Chemical Mame
CAS Number: |??EIE—5|:|-5 |

Chemical Marne: ||:H|_C|RINE |

Diagram 42: CAS Number/ Chemical Name Search tool Completed

Search by CA%5 / Chemical Mame
CAS Mumber: |I"-.I;".-’-‘-. |

Chemical Mame: |I"-'1|:|t|:|r il |

Diagram 43: Chemical that does not have a CAS Number

b. If the system lookup returns an option with multiple CAS numbers in the
CAS number field, you must delete all but one CAS number because the

system will only accept a single CAS number for each chemical.
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c. If you want to enter in the CAS Number manually, you can only enter in a
single CAS Number. If the chemical does not have a CAS Number (as in
the case of some mixtures), enter in N/A (enter exactly as displayed).

d. If you want to enter in the Chemical Name manually, you must enter in

the precise Chemical Name.

4. Check off if the chemical is a Trade Secret. You may be required to complete
additional forms located under the Resources link to substantiate to the EPA that
the chemical really qualifies as a trade secret.

a. You will have the option to upload a copy of the Trade Secret
Substantiation form for the Administrator's reference. You are still
responsible for sending the completed Trade Secret Substantiation form
to the EPA. Remember that loading a copy on the TIER Il MANAGER™
helps the SERC/LEPC but does not fulfill your responsibility to submit the

Trade Secret Substantiation form for each chemical to the EPA.

5. Check off if the chemical entered in the form is an EHS. If you used the Chemical
Lookup Menu, the system may have automatically checked off that the chemical

is an EHS for you.

6. If the chemical you chose was an Extremely Hazardous Substance (EHS), you
will need to choose an EHS Name from the drop down box. The system may
have automatically selected the EHS for you if you entered the same chemical

name.

EHS Mame:

(S TN T o TR T H-uluil
CARBOPHEMOTHION
CHLORDAME _
CHLORFEMVINFOS
CHLORIME
CHLORMEPHOS
CHLORMEQUAT CHLORIDE
CHLORCACETIC ACID
HIL MR CIFTHARI

]

Diagram 44: EHS Name Drop Down menu
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7. Click on Add mixture components to add components within a chemical mixture.

Search [CAS Mumber

Chemical Name EHSZ EHS Mame Percentage

#E |

|| | ™|l || | |[2ad

Click here if vou are done adding mixture components

Diagram 45: Adding a Mixture Component Step 2

A pop-up box will appear.

a. If you want to use the Chemical Lookup Menu, click on the Search icon.

If searching by CAS Number, you must enter in the exact CAS
number and click Search.

If you are searching by Chemical Name, type a portion of the
Chemical Name, choose the type of search you would like to
complete (starting with, exact match, or containing string.
‘Containing string’ means that what you typed is contained in
some part of the chemical name).

Then click Search. See whether any of the selections on the
Chemical Lookup Listing match the chemical you are looking for. If
so, click on the chosen chemical. The selection will be populated

in the form.

Exact match results anly,
Chemical Name:  [5ifuric | | Search Chemical |

[0 Starting with " Exact Phrase Caontaining String

The chemical list is for lookup purposes anly, It is not a complete, verified chemical list, If vou find a
discrepancy between your data and the search results, please research further before certifying.
Chermicals with the sarmme CAS number may appear several times since they are known by several names.

Search Results...
FEE4-93-3 - Sulfuric acid

FEE4-33-9 - Sulfuric acid [aerosol forms only]
2074-95-7 - Sulfuric acid [furing)
2074-35-7 - Sulfunic acid, mizture with zulfur ioxide

Diagram 46: Adding a Mixture Component Step 3
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iv.

If there is no match, close the window by clicking the x in top right
hand side of the pop-up box and enter the CAS Number and

Chemical Name manually.

b. If entering the CAS Number and Chemical Name manually for the mixture

component, follow the steps below.

Search | CAS Number

Enter in the chemical mixture component CAS. Do not enter the

main chemical CAS, which was already entered on the previous

screen.
Enter in the chemical mixture component chemical hame. Do not

enter the main chemical nhame, which was already entered on the

previous screen.

Check off if the mixture component is an EHS. If you used the
Chemical Lookup Menu, EHS may already be checked off. If it is
checked, select the EHS Name from the drop down menu. The
system may have automatically selected the EHS for you.

Enter the percent of the mixture that is made up by the specific
chemical component.

If you would like to continue adding more mixture components,
click on Add. A new line will appear. Repeat steps above to add
the mixture component information until all your mixtures

components for the specific have been submitted.

Chemical Mame EHZ EHS Mame Percentage

[7e64-93-9

| ||5ulfuric acid || # |[sulfuric acid ER | |[add

Click here if vou are done adding mixture components

Diagram 47: Adding a Mixture Component Step 4

Vi.

When you have finished adding mixture components, click on
Click here if you are done adding mixture components. The box
will disappear, but you can edit entries by clicking on Add mixture

components again.
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Search CAS Mumber Chernical Mame EHZ EHZ Mame Percentage
[Fe64-93-9 | [5ulfuric acid || & |[5ulfuric acid | |20 | 224

Click here if vou are done adding mixture components

Diagram 48: Adding a Mixture Component Step 4

8. Enter the information under Check all that apply.
a. Make sure you select at least one of the following: Pure or Mix.

b. Make sure you select at least one of the following: Solid, Liquid or Gas.

Checl: all that apply:

[ [ Prure [#] Mix | [ [] Solid Liquid [] Gas |

Diagram 49: Check off all that apply

9. If you selected a chemical from your the 311 inventory list, the MSDS reference

from the selected 311 will be attached to your Tier 1l Report automatically.

10. You may have to upload an MSDS file. Click on Upload MSDS file. A pop-up will
appear. Click on Browse. Identify the location for the file from your network drive,
click on it, and click Open. The path of the file will appear. Click Ok and Continue.

If you choose to delete the attached file, click on the Remove link.

MSDS Submission

MSDS File: Mot Uploaded
Upload MSDS file

Diagram 50: Upload MSDS Attachment Step 1

MSDS Attachment

| || Browsze...

| Ok and Continue || Cancel

Diagram 51: Upload MSDS Attachment Step 2
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MSDS5S Attachment
[C\Documnents and SettingsiDesktop!, || Browse..

| Ok and Continue || Cancel |

Diagram 52: Upload MSDS Attachment Step 3

M5DS Submission

MSOS File: Uploaded (Remowve)
Upload MEDE file

Diagram 53: Upload MSDS Attachment Completed

11. Check off at least one of the Physical and Health Hazards.

Physical and Health
Hazaris

Check all that apply:
[ Fire

M sudden Release
of Pressure

r Reactivity

I Imrmediate{ Acute)

r Delayed{Chronic)

Diagram 54: Physical and Health Hazards section of Step 2

12. Complete the Inventory information.
a. Enter the Maximum Daily Amount of the chemical residing at the site
(Ibs.)
b. Enter in the Maximum Daily Amount Code, or use the drop down box to
choose the appropriate code.
c. Enter the Average Daily Amount of the chemical residing at the site (Ibs).
This amount must be less than the Maximum Daily Amount.

d. Enter in the Average Daily Amount Code, or use the drop down box to
choose the appropriate code.

e. Enter the Number of Days within the year that the chemical resides at this
facility.
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Inventory

Maximurm Daily
Arnount (bs)
(Facilitywide):

1500

Maximurm Daily
Arnount Code:

03]

[01] 0-99 »
[02] 100993

[03] 1,000-9,999

[04] 10,000-93,999

[05] 100,000-999,399

A1 4 ann ann S Snn O

>

s

Diagram 55: Inventory Drop Down Menu

Inwventory

Maxirmurm Daily

Arnount (lbs)

(Facilitywide):
200

Maxirnurn Daily
Arnount Code:

I

Diagram 56: Inventory section of Step 2

13. Complete the Storage Codes and Location information.
a. Use the drop down to fill in the appropriate code for Container Type.
b. Use the drop down to fill in the appropriate Pressure Code for the
described container.
c. Use the drop down to fill in the appropriate Temperature Code for the

described container.
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d. Use the text box to fill in brief descriptions of the location of the container.

e. Enter the Maximum Daily Amount of the chemical residing at each
location (Ibs.)

f. Check off Confidential Location if you would like the specific Location to
be listed as Confidential.

g. Continue to add more Storage Locations by clicking on More Storage
Locations? A pop-up box will appear. Continue to add storage containers
and locations using the same process as used in the screen. When
complete, click on Click Here if you are done with Adding Storage
Locations. The box will disappear but you can always edit entries from the

Facility Homepage.

Storage Location information must be entered.

Zont-|Pres- Temp- Location Max Armt Confi-
ainer |sure |era- At Loca- |dential
Type ture tion {|bs) Loca-

tion
= ||z |4 | |packyard |l1500 || W
B flz [[_]] I

I:I I:I [4] Arnbignt termperature

[5] Greater than ambient temperature

I:I I:I [B] Lezs than ambient temperature

but ot cryogenic

|:| |:| [¥] Cryogenic conditions
L]

More Storags

HiNjun)s

Diagram 57: Storage Codes and Location Drop Down Menu
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Storage Location information must be entered,

Caont- Pres-|Temp- Location Max Armt | Confi-
ainer |sure |era- at Loca- dential
Type ture tion {Ibs) | Loca-
tion
la ||z |4 | |packyard |[1ooo || W
B ||t |6 | |pasement |[s00 ||
| || | ©
| || | ©
| || | ©
| || | ©

More Storage Locations?

Diagram 58: Storage Codes and Location section of Step 2

14. When you click Save and Continue you will receive a message that the Chemical

Description has been saved.

15. If you click on Exit without Save, the Facility information is saved, but the
chemical information submitted will not be saved. The Tier Il Report is

considered incomplete without any chemical information.

You will be presented with a couple of options.

1. Click on Add Another Chemical if you have more chemicals to add to the
chemical inventory. If you click this option, you will enter Chemical information

again.

2. Click on Go Back to Facility Home Page to edit or view more facility information.

Added New Chemical and Storage Description.

Add Another Chemical

Go back to the Facility Home Page to make more changes

Diagram 59: Options page
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STEP 3: Upload Attachments

From the Facility Home page, you can upload files such as the Siteplan with the Tier Il
Report. You can only attach one file for each item. The file size must be less than 2 MB.
You can only upload files with the specified file extensions.

1. To upload a Siteplan to your Tier Il Report from the Facility Home Page, you need to
click on Browse on the right of Siteplan. Locate the file in your hard drive or network
and then double click on the file. The file path will appear in the text box. Click on
Attach to attach the file.

2. To upload a document about Site Coordinate Abbreviations to your Tier Il Report
from the Facility Home Page, you need to click on Browse on the right of Site
Coordinate Abbreviations. Locate the file in your hard drive or network and then
double click on the file. The file path will appear in the text box. Click on Attach to
attach the file.

3. To upload a document about Safeguard Measures to your Tier Il Report from the
Facility Home Page, you need to click on Browse on the right of Safeguard
Measures. Locate the file in your hard drive or network and then double click on the

file. The file path will appear in the text box. Click on Attach to attach the file.

4. If you are sending files as hard copies to authorities, check off the bottom box. This
will enable administrators to see that the documents are being sent as hard copies

and enables authorities to expect it by mail.

Step 3: Review Attachments

At . : : Add f 7
Attachment [File Name Browse File to Upload Update Remove
Siteplan ** | ” Browse... | | Attach | | Remaove |
Sit

ClIJ:rdinatE | ” Browse. . | |Atta:h | | Remaove |
abbreviations

Safeguard | ” Browse... | |Atta:h | | Remave |
measures

** Siteplan required for Initial, Annual, Update and Revision submission(s).

To attach a file, click on Browse, choose the location of the file, dick Open. The name of the file
will appear. Then click Attach. The document format will appear underlined. To remove a file,
click Remowe.

[T check this if vou are sending these files as hard copies.

Diagram 60: Upload Attachments section on the Facility Homepage
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Choose file
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2 x

File name:

Filez of lype:

|4 616608428 _m

% img_screen_tier?
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| &0 Files [+

L Lo

Open

Cancel

Diagram 61: Upload Attachments section on the Facility Homepage Step 2

Step 3: Review Attachments

Attachment [File Name Browse File to Upload }L:l\ggaie Remove
Siteplan == |C:\Documents and Settings‘\Ad| Browse.. | [Attach | [ Remave |
Site

coordinate | ” Browse... | |Atta|:h | | Remove |
abbreviations

Safeguard | ” Browse ... | |Atta|:h | | Remove |
measures

** Siteplan required for Initial, Annual, Update and Revision submission(s).

To attach a file, click on Browse, choose the location of the file, click Open. The name of the file
will appear. Then click &ttach. The document format will appear underlined. To remove a file,
click Remove.

[T check this if you are sending these files az hard copies.

Diagram 62: Upload Attachments section on the Facility Homepage Step 3
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Step 3: Review Attachments

Attachrment |File Marme Browse File to Upload Eggaie Rermove
Siteplan == |SitePlan.jpg | || Browse.. | |Attach | | Rermoue |
Site

coordinate | ” Browss... | |Attach | | Reroue |
abbreviations

Safequard | || Browse... | |Attach | | Rermove |
measures

** Ziteplan required for Initial, Annual, Update and Revizion submission(z).

click Remove.

[T check this if you are sending these files as hard copies.

To attach a file, click on Browse, choose the location of the file, click Open. The name of the file
will appear. Then click Attach. The document format will appear underlined. To remove a file,

Diagram 63: Upload Attachments section on the Facility Homepage Complete
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EDITING FACILITY AND CHEMICAL INVENTORY INFORMATION
FOR AN EXISTING FACILITY

If you wish to save the report and complete it at a later time, you may do so. Saving and

continuing later will save all the information that you have entered up to that point, but

the report will be incomplete until all steps have been completed.

If you did not complete the Tier Il Report submission process in one sitting or you wish to

edit the report, you can continue entering incomplete data from the Facility Home Page.

The Facility Home Page is a central location from which you can update and maintain

Tier Il information. Follow the instructions in this section to save and continue a Tier |l

Report at a later time.

1. To retrieve information saved previously, start at the Main Menu.

2. Click on the Facility Name for which you would like to edit information.

3. This will bring you to your the Submission Listing page.

4. Click the year you wish to edit. This will bring you to the Facility Home Page.

a.

View information about when the report was last modified and certified.
Edit Facility identification information by clicking on the blue button Edit
Facility.

View current data entered for the facility by clicking on the blue button
Current Data. You will be able to view the most current data entered for
the facility.

To make a facility inactive click on the blue button Make Inactive. You will
be prompted to select the reason for making the facility inactive. By
making the facility inactive, you are setting the facility status to Inactive. If
you click on Save, this facility will no longer appear in your User Account.
View the entered chemical inventory in the Chemicals section of the
Facility Home Page. All headers can be sorted to narrow down your
chemical search.

Add new chemicals to the inventory by clicking on the blue button Add

Chemical.
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g. Edit or delete existing chemicals from the inventory by clicking on Edit or
Delete next to each chemical name.

h. View the list of attachments under the Attachment section of the Facility
Home Page. You can click on the file name to launch the file.

i. Attach and remove attachments by clicking on Attach or Remove for any
of the Attachment items.

j-  Click on edit icon under the Notes section to enter any comments that will
be viewed by the administrator. The notes that are entered here will be
displayed as a separate section of the Tier Il Report at the end of the
report and can be viewed by the administrator and responders.

k. Continue the Submission process.
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ABOUT THE SUBMISSION PROCESS

About Submissions

There are two classes of submissions that can be submitted through the online system.

An Annual Submission is a process used by facilities to submit the Tier Il Report
annually before the March 1% deadline. A Fee Summary will be prepared during an

Annual Submission, which should be used to send in the full payment (if applicable).

A Revision Submission is used to revise submissions that are already done.

There are several statuses along each step of these submissions. Read the description

below to understand what each status means.

Not Started — No Submission has been started for the specific report year.

Initiated — A Submission status of Initiated means that the facility has completed
all Submission prerequisites (if any) and begun the first step of the Submission

process, but has not yet completed it.

Pending Admin Approval — A Submission status of Pending Admin Approval
means that the facility has completed all Submission prerequisites (if any) and
completed the Submission, which is ready for System Administrator’s review and
approval. When the report is submitted to the Administrator, the next reporting

year becomes available for users.

Completed — A Submission status of Completed means that the facility has
completed all the required steps for the Submission and the Administrator has
reviewed the Submission. The facility has a completed submission at this stage,

unless specifically contacted by the Administrator for follow-up.

Cancelled — A cancelled status means that the Facility User or the Administrator
has cancelled the submission. The facility will need to complete the Tier I

submission again.
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REPORT SUBMISSION IN A SINGLE SITTING

Starting a Submission

Once you have completed adding facility details, chemical inventory information and

attachments on the Facility Homepage, you will need to do a Submission.

1. From the Facility Home Page, look for the Tier Il Submissions section at the

bottom of the page.

2. Click on Click here to start a submission for this year.

Step 4: Submit Tier II Report

(o [T S =lEN o startfchange your Tier II Submission for this year.

You have not made any submissions for the year 2005,

Diagram 64: Starting a Submission

Tier 1l Audit Report

Sometimes, some data items may not be completed. The Tier Il Audit Report checks for
any required fields that have been left blank or were not entered properly. Click on the

blue links in order to be returned to the right pages to complete the required data items.

Once each of the required data items is completed, you will be able to choose a

Submission Class.

Choose a Submission Class

Once you start a Submission, you will need to choose what class of Submission it is.
Select Annual or Revision submission. Sometimes, you may see that a class is grayed
out. For example if you see that ‘Revision Submission’ option is grayed out that means

that you are submitting an Annual Submission and vice versa. Once you choose the
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available option (depending upon your submission status) click Start to start the

submission.

Select the class of TIER II SUBMISSION for IDSIGIS1 (ID: 4)

¢+ Annual Submission (New/existing facilities with chemicals onsite in
previous calendar year)

- Revision Submission
You cannot start a Revision Submiszion for a yvear that does not have a completed
Annual Submission.

Cancel | Startl

Facility Home Page

Diagram 65: Choose Submission Class page

Complete Submission Prerequisites

Depending on the type of Submission Class chosen, different submission items may be
required. These prerequisites are required along with the Tier Il Report in order for the
submission to be considered completed. Continue to complete each prerequisite until
the list has been completed. Once you have completed each item, you may then
complete your Submission. Follow the instructions in this section to complete submission

prerequisites.

1. Read the complete list of prerequisites. You can click on the prerequisite you wish to
complete to go to the exact place to do so. Once you complete each prerequisite, it

will be removed from the list.

REQUIREMENTS for TIER II SUBMISSION for IDSIGIS Station 2 {ID: 52)

Upload a Siteplan

Facility Home Page

Diagram 66: Tier Il Submission Prerequisites page
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2. You will be returned to the prerequisites listing to complete the next one on the list. If
you are not brought back to the prerequisite listing, select the Click here to
start/change your Tier Il Submission for this year. Choose the Class and continue the

process.

3. Click on the next prerequisite you wish to complete.

4. After all prerequisites have been met, you will be informed that all prerequisites are

met.

5. Select the link to continue the Submission. At this point, the Tier Il Submission status
will be changed to Initiated. Once a Submission has a status of Initiated, no edits will

be reflected as part of invoices or certification letters.

6. At this point, the Submission status is set to Initiated. If doing an Annual Submission,
and your jurisdiction bills for reporting, the Fee Summary is created. Since the Fee
Summary is created based on all chemical information existing for the current
Reporting Year up to that point, any edits done after the Fee Summary is
created will not be reflected in the Fee Summary or in the Submission. In order
to make changes to the submission after starting the submission, return to the
Facility Home Page, go to Step 4, and click the ‘Edit Info’ button. This will
cancel the started submission and allow you to edit information and start the
submission again. If the Facility User is exempt from paying fees based on the

results of the Fee Exemption Questionnaire, it will be stated on the Fee Summary.

REQUIREMENTS for TIER II SUBMISSION for IDSIGIS Station 2 (ID: 52)

PLEASE READ: If vou proceed to the next step, a Fee Summary will be created based on
vour respaonses for chemical submission and fee exemption, You cannot modify your
subrnission after this point. To continue, click the link below, Otherwise, return to the
Facility Home Page to rake more changes,

You have marked yvour facility's reporting fee status as Mot Exermpt, Click here to change,

all requirements far Tier II Submission to begin are met, Click here to procesd,

Facility Home Page

Diagram 67: Requirements have been met page
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Edit Facility, Chemical, or Attachments after Starting a Submission

Once you start a submission, you cannot edit the Facility, Chemical, or Attachment
information from the Facility Home Page. You will see that all the modification buttons

are frozen.

If you want to change some information before doing your submission, then look for the
Tier 1l Submission section on the Facility Home Page. Click on the ‘Edit Info’ button. This
will cancel the existing submission that is in process and enable the user to modify any

information.

Change the information you need to change and then start the submission process

again, under Step 4 of the Facility Home Page.

Step 4: Submit Tier II Report

(ol [e "=t start/change your Tier II Subrmission for this vear.

You have not made any submissions for the year 2005,

Diagram 68: Starting a Submission

Complete Submission Certification

In order to complete the Tier Il Submission, the online report will need to be certified.
The Submission Certification page will enable you to preview your Tier Il Report before
you certify it for Submission. Once you can verify that everything is accurate and true,

you may complete the certification.

1. On the Tier Il Submission Certification page, click on Please Preview the Tier I
before Submission. This will allow you to view the complete form and verify that it is

accurate and true.

2. Check off the check box (I acknowledge that the information contained within the Tier

Il Report is accurate and true).
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3. Enter the Name of Owner/Operator and Date if not populated already.
4. Enter the Official Title.

5. Click on Save and Continue to successfully submit the Annual Submission

Certification.

6. The Tier Il Submission status will be changed to Pending Admin Approval. Any report
with a status of Pending Admin Approval cannot be edited for the submitted year and
the next reporting year becomes available for the facility to update its information. If
the facility wants to change the submission that was just completed, the facility must

request a Previous Year Edit from the Submission Listing page.

7. If the Administrator approves the Tier Il Submission, the status will be automatically
changed to Completed. A report in Completed status is automatically archived. Any
report with a status of Completed cannot be edited except through a Previous Year

Edit request, which can be found on the Submission Listing page.

8. If the Administrator cancels the Submission, the Submission will disappear and

appear as if it was never started. The status will be set to Not Started.

TIER II SUBMISSION for IDSIGIS Station 2 (ID: 52)

I certify under penalty of law that I have personally examined and am familiar
with the information submitted, and that based on my inquiry of those
individuals responsible for obtaining the information, I believe that the
submitted information is true, accurate, and complete,

M 1 understand thatIam going to officially submit this Tier II Report and
associated information to authorities. I also realize that once this submission
is completed I cannot edit the information and it will become an official
archive for authorities,

Please Preview the Tier 11 Form before Submission

Mame of Owner/Operator or Authorized |Jerrv Halls |
Representative:
Official Title: |Manager |
Date: [12/20/2006 |

Reset Form | | Submit I | Exit Without Save |

Diagram 69: Tier Il Submission Certification page
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Additional Information to Complete Submission (if applicable). Follow the instructions in

the system for any specific follow-ups you need to do to meet requirements.

Print, Sign, and Mail in Certification Statement and Payment

Once you have certified the Submission, you can view the certification letter (if
applicable) by clicking on Certification Letter. If have marked that you are exempt from
fees, complete the Fee Exemption Letter (if applicable). Print, sign, and send the letter(s)
to the address listed in the letter with payment. Follow the instructions in this section to

print a Tier Il Form and attachments.

1. After you have certified the report, click on Certification Letter. If you have
marked that your facility is in a category that is exempt from fees, click on Fee
Exemption Letter. The link for the Fee Exemption Letter will only appear if you
have marked that your facility is exempt from fees.

2. Select the Print icon at the top of the page.

3. Sign the Certification Letter and send it in with payment to the address on the
letter.

4. Complete any additional steps required by the Administrator.

5. Print a copy of the report for your own records.
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Tier IT Submission

Thank you for submitting the online report. However, vou will need to complete some
additional steps for vour submission to be considered complete.

If wou have entered a valid e-mail, yvou will be notified of this successful submission.
Thiz report will be reviewed by State officials.

If you have added or made changes to a previous year, please make sure
that yvou update the information in the current year to help Emergency
Responders access the most accurate inventory information. View the most
current year information from the Submission Listing page.

For guestions, please reference the Help Guide for the appropriate contact.
Select an option below to proceed.

Print'Preview the Tier Il Form

Export to Tier Il Submit

Dnline Off-5ite Response Plan

Submissions Listing

Diagram 70: Tier Il Submission Option page
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REPORT SUBMISSION NOT COMPLETED IN A SINGLE SITTING

If you took a break in the middle of the Submission process and returned to complete the
rest of the submission, you will begin from the Facility Home Page. To complete the Tier
Il Submission after saving your work and continuing at a later time, follow the

instructions below.

1. Sign In to the system.

2. From the Main Menu, click on the facility name for which you would like to do a

Submission.

Main Menu

Add a Hew Facility | Update User Profile | Help on Tier Il Reporting

The following facilities are registered under this username. You can update Tier II information
by clicking on the Facility Name. If you want to preview the most current data entered, click on
the Current Data icon across from each Facility Name.

Search

[AIJABCDEFGHIJKLMNOPQRSTUVWXY Z Other

[1] Page 1 of 1 (Total Results:5)
. , Annual Certification Status
EID Cﬂ_ﬂlﬁt Facilit E|te street Address |9 sybmission
o= Name Data Status(2005) 302 311 ERP
1051 ., 400 = Main
* linternational ' Street, Suite 200, Sompleted
Wilson City

[1] Fage 1 of 1 (Total Results:5)

Rows per page |1|:|

Diagram 71: Main Menu page

3. On the Submission Listing page, click [Edit] next to the report year for which you

would like to do a Submission.
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Submissions Listing for IDSIGIS Station 2 (ID: 52)

312 (Tier II)

Shown below is a listing of all Tier II Report submissions. Click on the reporting yvear to edit
the Report for that year. The link in the Reporting Year column will be enabled if you can edit

the data for that year.
Reporting | Submission|Signed Signed Date Submission Tier |Submission|Report| Export to
Year Class By Status 11 |Type Status (Tier 11
Submit
Not Started =
Jerty 12/29/2006 Pending Admin
Halls, =] i i y
2005 Annual Manager |3:12:40 AM Apipeenial T |online Active =

Diagram 72: Submission Listing page

4. Look for the Submission section on the Facility Home Page.

Step 4: Submit Tier II Report

M=l to start/change your Tier IT Submission for this year.

You have not made any submissions for the year 2006,

Diagram 73: Stal

a.

b.

5. Complete the report Certification.

rting a Submission

start/change your Tier II Submission for this year from the Facility

Homepage. Choose the Submission Class. All the prerequisites will be

If the Submission has not been started yet, select Click here to

listed. Complete each one to complete the Submission Certification.

TIER Il MANAGER™ Version 3.4 User Manual
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REVISING A SUBMITTED REPORT

If you need to make additions or modification to a report that has already been submitted
for the current year or for previous reporting years, you must request to do a Previous
Year Edit and then submit the revised Tier Il report. You must request to do a Previous
Year Edit. Once the Administrator approves your request to edit a previously submitted
report, you can submit the revision of the report. Follow the instructions in this section to

request a previous years edit.

Any changes made to reports immediately previous to the currently editable
report year will automatically be carried to current year information. For example,
on the Submission Listing Page, your currently editable year is 2007, and you
request to do an edit in Report Year 2006, the changes made in 2006 will be

carried over to the 2007 report year.

If a previous year edit is done for a report that is not immediately previous to the
current year, then it will NOT be carried over automatically. In this situation please
update any relevant changes such as updates to Facility contact information and
chemical information to the most Current Year. For example, the currently editable
report year is 2007, and you requested to edit 2004. No changes from 2004 will be

brought to 2007. You must update any changes you want made to 2007 manually.

1. Sign into the Main Menu.
2. Click on a Facility Name.

3. This will bring you to the Submissions Listing for your facility. Select Click here to
request an edit for a previous Reporting Year. You cannot request to do a previous

year edit on reports that are still pending approval from the Administrator.
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Submissions Listing for IDSIGIS Station 2 (ID: 52)

312 (Tier II)

Shown below is a listing of all Tier II Report submissions. Click on the reporting year to edit
the Report for that year. The link in the Reporting Year column will be enabled if you can edit

the data for that year.

Reporting |Submiszion|Signed Signed Date Submission Tier [Submission|Report|Export to
Year Class By Status II |Type Status |Tier 11
Submit
ﬁ% Mot Started -
e io0/2006  |Pending Admin
2005 Annual Halls, ehes ek Online Active | “3d
W anager 9:12:40 AM pprova

Wi es to request an edit for a Previous Reporting Year.

Diagram 74: Submission Listing Page

4. Select the reporting year you wish to edit, from the drop down. (Only those years for

which you can request an edit will be shown in the list)

Request to Edit Previous Year Reports

Reporting Trear 2005«

Only those yvears for which you can request an edit will be shown in the list

Enter the reason for the revision and details I forgot to add acrylamide to my
about sections or content that will be edited in chemical inventory for 2005

the revision, subrnission year.

I acknowledge that the information entered here is accurate and true,

Cance|| I FReguest I

Diagram 75: Request for Previous Year Edit page
5. Enter the Reason and exact sections that you propose to edit.

6. Check off the check box (I acknowledge that the information entered here is accurate

and true).
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7. Click Request.

8. The request will be submitted for review. After the System Administrator has

reviewed the request, you will be contacted by email.

9. You may request to edit several years of reports. You cannot request to do a

previous year edit on reports that are still pending approval from the Administrator.
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SUBMITTING A REVISED REPORT

If the System Administrator approves a previous years edit request, you will be
contacted by email. You will then be able to go into the previous year Facility Home
Page to complete any edits. Follow the instructions in this section to complete your

previous years edit.

1. The system administrator will email you regarding his or her decision on your
request for previous year edit.

2. Once you receive the email of approval, sign into the Main Menu.

3. Click on your Facility Name.

4. This will bring you to the Submissions Listing for your facility.

5. Click on the reporting year you wish to edit. All editable years are marked with an
[Edit] next to the report year. Note that you must first request to edit a previous

year first in order to edit it.

Submissions Listing for IDSIGIS Station 2 (ID: 52)

312 (Tier I1)

Shown below is a listing of all Tier II Report submissions. Click on the reporting year to edit
the Report for that year. The link in the Reporting Year column will be enabled if you can edit
the data for that year.

Reporting |Submission|Signed [Signed Date |[Submission |Tier |Submission |Report|Export

fear Class By Status II |Type Status [to
Tier II
Submit

2006

Edit] Mot Started -

Jerry
2005 12/29/2006 : ’ AT
Annual Halls, e Campleted Online Active e |
Elclose] Manager |71 1240 AM

Diagram 76: Submissions Listing with Previous Year Edit Privileges

6. View the Facility Home Page for the facility.

7. Complete edits from the Facility Home Page for that year’s Tier Il information.
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8. After completing all changes, click the link Click here to start the submission of
the revision. If no report has been submitted in the requested year, choose
Annual as the submission class. If a report has already been submitted and
modifications are being made to the submitted report, choose Revision as the

submission class.

Step 4: Submit Tier II Report

(I TETE to start/change your Tier IT Subrmission for this year.

Reporting Tear|Subrmission Class [Status Fee Surmmary [Edit Info|Complete|Tier II|Submission Type
2005 Annual Completed :l online

*If you choose to edit, you will need to start the submission again.

Close Previous Year Edit for 2005

Diagram 77: Starting a Submission

Select the class of TIER II SUBMISSION for IDSIGIS Station 2 (ID: 52)

¢ Annual Submission (New/existing facilities with chemicals onsite in
previous calendar year)
You cannot start an Annual Submission for a year that already has one Annual
Submission.

{* Revision Submission

Cancel | Startl

Facility Home Page

Diagram 78: Choose Submission Class page

9. All prerequisites will be listed for you. All prerequisites must be completed to

continue the Revision Submission Certification.

REQUIREMENTS for TIER II SUBMISSION for IDSIGIS Station 2 (ID: 52)

Lpload a Siteplan

Facility Home Page

Diagram 79: Tier Il Submission Prerequisites page
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10. Click on Click here to proceed.

REQUIREMENTS for TIER II SUBMISSION for IDSIGIS Station 2 (ID: 52)

All requirements for Tier II Submission to begin are met. Click here to proceed.

Facility Home Page

Diagram 80: Tier Il Submission Requirements have been met page

11. On the Certification page, click on Please Preview the Tier Il Form before
Submission. This will allow you to view the complete form and verify that it is

accurate and true.

12. Check off the check box (I acknowledge that the information contained within the
Tier Il Report is accurate and true).

13. Enter the Name of Owner/Operator and Date if not already populated.

14. Enter in your Official Title.

15. Click on Save and Continue to successfully submit the Certification.

TIER II SUBMISSION for IDSIGIS Station 2 (ID: 52)

I certify under penalty of law that I have personally examined and am familiar
with the information submitted, and that based on my inquiry of those
individuals responsible for obtaining the information, I believe that the
submitted information is true, accurate, and complete.

¥ 1 understand that I am going to officially submit this Tier II Report and
associated information to authorities. I also realize that once this submission
is completed I cannot edit the information and it will become an official
archive for authorities.

Please Preview the Tier II Form before Submission

Name of Owner/Operator or Authorized |Jerry Halls |
Representative:

Official Title: |Manager |

Date: [t2/25/2006 ]

Reset Form | I Submit I | Exit Without Save |

Diagram 81: Tier Il Submission Certification page
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16. Complete all items that need to be submitted in order for the submission to be

considered complete.

17. You must close the previous year once you have completed all changes. Select
the Submission Listing link. Select the Report Year for which you just completed

a Previous Year Edit. Select [Close]. This will close the year from more editing.

Submissions Listing for IDSIGIS Station 2 {ID: 52)

312 (Tier II)

Shown below is a listing of all Tier IT Report submissions. Click on the reporting year to edit
the Report for that year. The link in the Reporting Year column will be enabled if you can edit
the data for that vear.

Reporting  |Submission|Signed |Signed Date |[Submission [Tier |Submission|Report|Export
fear Class By Status II [Type Status [to
Tier II
Submit
2006 =
Edi] Mot Started P |
ety
'?Ilfjéjia annual Halls, éziggignfﬁ Campleted Cnline Active =
T M anager |7

Diagram 82: Closing Previous Year Edit Step 1

Close Previous Year Edit for IDSIGIS Station 2 {(ID: 52) for the year 2005

You are about to close the Previous vear Edit for the facility, Please review the following
information before you proceed.

Edit Started on: 12/29/2006 11:27:14 AM
Last Modified Date: 12/29/2006 11:27:14 AM

Last Tier IT ©Online Submission for 2005 done on @ 1242942006 11:27:14 &AM

Do vou still want to close this Previous vear Edit?

Cancel ] [ Close Frewvious Year Edit ]

Facility Home Page

Diagram 83: Closing Previous Year Edit Step 2
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Submissions Listing for IDSIGIS Station 2 {ID: 52)

312 (Tier II)

Shown below is a listing of all Tier II Report submissions. Click on the reporting year to edit
the Report for that year. The link in the Reporting Year column will be enabled if you can edit
the data for that year.

Reporting|Submission|Signed |Signed Date Submission | Tier|Submission|Report|Export
fear Class By Status II |Type Status |to
Tier II
Submit
2006
[Edit] Not Started =
Jerry Fending
2005 Rewvision Halls, 1?3?%305“1 Admin Online Active ~=
M anager AnEe Approval
Jerry
Annual Halls, 321’39;’%055 Completed Online Active |
Wanager |7 7"

Diagram 84: Closing Previous Year Edit Privileges Completed

18. If you wish to make more changes to that year’'s report you must make another

request for Previous Year Edit.
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302 REPORT SUMMARY

The Emergency Response Planning provisions require that state and local authorities
develop chemical emergency preparedness and response capabilities through better
coordination and planning with local businesses. If your business has an Extremely
Hazardous Substance (EHS) on-site at any time, in excess of its assigned Threshold
Planning Quantity (TPQ), you are required to participate in the local emergency planning

process.

Extremely Hazardous Substances and their TPQs are defined by the EPA based on their
potential to cause significant health effects in a single exposure, such as an air release.
There are approximately 360+ EHSs listed by the EPA.

FILING A 302 REPORT

Step 1 Options will present you the opportunity to add a 302 report.
If you already used the TIER Il MANAGER™ system before and your facility exists
1. From the Submission Listing Page, go to the 302 Report section.

2. Click New/Edit 302 to add the new 302 Report.
3. Enter in the Emergency Contacts Information.

4. If you want to populate chemicals to a 302 report that already exist in the system,
click on Select Chemical From Tier Il. This will bring ONLY the EHS chemicals
listed above the Threshold Planning Quantity (TPQ) in the current Tier Il
inventory.

a. Choose the appropriate EHS chemical. The associated chemical
information will be populated in the 302 Chemical Information section.

b. Click on Save and Continue.

5. If you want to use the Chemical Lookup Menu, click on Search EHS. A pop-up
box will appear with ONLY EHS chemicals.
a. |If searching by CAS Number, you must enter in the exact CAS number

and click Search.
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b. If you are searching by the EHS Chemical Name, type a portion of the
Chemical Name, choose the type of search you would like to complete
(starting with, exact match, or containing string. Containing string means
that what you type is contained in some part of the chemical name).

c. Then click Search. See whether any of the selections on the Chemical
Lookup Menu match the chemical you are looking for. If so, click on the
chosen chemical. The EHS selection will be populated in the form.

d. Add the Actual Quantity. The system will populate the chemical's
Threshold Planning Quantity (TPQ) in the TPQ value column for you to
reference. Note: Your quantity must be equal to or great than the TPQ
value column. If it is less than you do not need to add a 302 Report for
this chemical.

e. Click on Save and Continue.

6. Return to the 302 Reports section of the Facility Homepage.

7. Click View to verify the 302 Report you just added. Click Certify, to certify the 302
Report. Once you certify the 302 Report, you cannot make changes. The system
will restrict you from adding a new 302 Report if there is an uncertified 302 report

in the 302 Report section.

8. Complete the information and click Save and Continue.

9. If you wish to list your facility as exempt from submitting 302 Reports, you can
check off the check box that says, Check here if the Facility is Exempt from 302
reporting because it is not storing any EHS chemicals which are over the TPQ.
When the record saves, it will remove any of the existing chemicals listed. If you
wish to add new chemicals at a later time you must first uncheck the exempt

check box.

10. The 302 Reports section will always displays the latest certified and the latest

uncertified 302 report.

302 Reports

|Repor‘t 1D Initiated Date Certified Drate |View |Edit |Delete |Repor‘t Status |
|Nn 302 Reports Found

Diagram 85: Adding a 302 Report Step 1
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New 302 Report

Submission Listing

Section 302 of Title III of the Superfund Amendments and Reauthorization Act of 1986 (SARA Title III) requires that owners or operators of
facilities notify the State Emergency Response Commission (SERC) and their Local Emergency Flanning Committee (LEPC) if they have on
site an EHS in an amount equal to or greater than its threshold planning quantity (TFQ).

Make sure you certify the report after completing the information below.

Facility Emergency Coordinator

Mame: ‘ | Title: | |
Phone: ] 24tirphones [ ] Pagen [ ]
Address: ‘ | City: | |
State: |New Jersey ;I Zip: |:|

e Retype
Email: ‘ | Email: | |
Company ‘ |
Name:
r Check here if the Facility is Exempt from 302 reporting because it is not

storing any EHS chemicals which are over the TPQ
Initisted Date: 11/30/2007

Chemical Information

Select |Search cas EHS Name TPQ Value Chemical Name Actual Qty
Chemical | EHS (Ibs)
from Tier

| I | | lllo

*The Select Chemical from Tier II lookup will only return chemicals existing in the current Tier II data identified as Extremely
Hazardous Substance (EHS) with a quantity above its Thresheld Planning Quantity (TPQ).

[ Save and Continus [ Exit without Save

Submission Listing

Diagram 86: Adding a 302 Report Step 2

New 302 Report

Submission Listing

Section 302 of Title III of the Superfund Amendments and Reauthorization Act of 1986 (SARA Title III) requires that owners or operators of
facilities notify the State Emergency Response Commission (SERC] and their Local Emergency Planning Committee (LEPC) if they hawve on
site an EHS in an amount equal to or greater than its threshold planning quantity (TPQ).

Make sure you certify the report after completing the information below.

Facility Emergency Coordinator

Name: perry Ralls | Title: [Manager |
Phone: 2013020492 24 Hr Phone:  |2018475962 Pager: 2014845959

Address: |2125 Center Avenue | City: \For‘t Lee |
State: [New Jersey | Zip: 07024

Email: [info@idsiinternational.com | E:wt:i?-e info@idsiinternational.com |
Company [iDsiGis1 |

Name:

r Check here if the Facility is Exempt from 302 reporting because it is not

storing any EHS chemicals which are over the TPQ
Initiated Date: 11/30/2007

Chemical Information

Select | Search CAS EHS Name TPQ Value Chemical Name Actual Qty

Chemical | EHS (lbs)

from Tier
II

[7782-50-5 _||[CHLORINE || 100 [CHLORINE |[1500 |

*The Select Chemical from Tier 1I lookup will only return chemicals existing in the current Tier 1I data identified as Extremely
Hazardous Substance (EHS) with a quantity above its Threshold Planning Quantity (TPQ).

I Save and Continue Il Exit Without Save

Submission Listing

Diagram 87: Adding a 302 Report Step 3

TIER Il MANAGER™ Version 3.4 User Manual © 2008 IDSi International



302 REPORT CERTIFICATION

Please Preview the 302 Report before Certifying

V1 acknowledge that the information contained within the 302 Report is accurate and
true.

Name of Owner/0Operator or Authorized |Jerrﬁ; Halls |
Representative:

Official Title: |Manager |

Date:

Reset Form | I Save and Continue I | Exit Without Save |

Diagram 88: Adding a 302 Report Step 4

302 Reports

New'Edit 302

Report ID [Initiated Date Certified Date Wiew Edit Delete Report Status

g 1/8/2007 i
3 1/8/2007 4:22:18 PM Bnaok Active

Diagram 89: Adding a 302 Report Step 5
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View 302 Report
Submission Listing
Facility Mame: IDSIGIS Station 2

302 Report ID: 3
Initiated Date: 1/8/2007 1:22:18 PM

Certification Date: 182007 1:49:24 PM
Certified By: Jerry Halls (Manager)

Emergency Contact Information

: Jerry Halls .
Name: L Company Mame: IDZIGIS1
5 201-302-9492 2
Phone: Title: Manager
i 201-947-5962
24 Hr Phone: Address: 2125 Center Avenue
P City: Fort Lee
Email: info@idsiinternational.com State: M
Ewempt from 302 i iy
Reporting: r £1p3 2702
Chemical Information
CAS Chemical Name EHS TPQ EHS Name Actual Quantity (lbs)
7782-50-5 CHLORINE 100 CHLORINE 1500

Submission Listing

Diagram 90: Adding a 302 Report Complete

If you are a new facility to the TIER Il MANAGER™ system
1. Click on Add New Facility from the Main Menu.
2. Complete Step 1 Enter Facility Details.

3. You will be presented with Step 1 options.
a. Click on Continue 302 Report (EHS above TPQ). This will bring you to the
New 302 Report page. Continue to add 302 Report information.

STEP 1 OPTIONS

Select an option below to proceed.

Continue 312 Report {Tier Il Report)

Continue 302 Report (EHS above TPO)

Diagram 91: Step 1 Options page
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4. Return to the 302 Reports section of the Submission Listing Page.

5. Click View to verify the 302 Report you just added. Click Certify to certify the 302

Report. Once you certify the 302 Report, you cannot make changes.

302 Reports

New/'Edit 302

Report ID [Initiated Date

Certified Date

Wiew Edit

Delete

Report Status

3 1/8/2007 4:22:13 PM

1/8/2007
1:49:24 PM

View

Active

Diagram 92: 302 Certified view

302 Report ID: 3

View 302 Report

Submission Listing

Facility Name: IDSIGIS Station 2
Initiated Date: 1/8/2007 1:22:18 PM

Certification Date: 17872007 1:49:24 PM
Certified By: Jerry Halls (Manager)

Emergency Contact Information

. Jerry Halls .
NeRE: v Company Mame: [IDSIGIS1
; 201-302-9492 E
Phene: Title: Manager
2 201-947-5962
24 Hr Phone: Address: 2125 Center Avenue
Rt City: Fort Lee
Email: info@idsiinternational.com State: N
Exempt from 302 A Bt s
Réaperting: O Zip: 07024
Chemical Information
CAS Chemical Name EHS TPQ EHS HName Actual Quantity (Ibs)
7782-50-5 CHLORINE 100 CHLORINE 1500

Submission Listing

Diagram 93: Complete View 302 Report page
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311 REPORT SUMMARY

Under Section 311 of Title Ill, a facility must submit the material safety data sheets
(MSDS), or MSDS lists for the hazardous chemicals present on-site in excess of the
threshold level to the State Emergency Response Commission (SERC), Local

Emergency Planning Committees (LEPCs), and local fire department.

The threshold levels for reporting chemicals are:
i. The threshold planning quantity (TPQ) or 500 pounds at any one time, whichever is
less for extremely hazardous substances (EHS);

ii. 10,000 pounds at any one time for hazardous substances.

This is essentially a one-time submittal unless your chemical or product changes. You
must update your submittals to these agencies within a time period specified by your
jurisdiction.
i. There is new information on a hazardous chemical for which you have previously
submitted an MSDS, or
ii. A new hazardous chemical becomes present at the facility in excess of the

threshold planning quantity for the first time.

FILING A 311 REPORT

If you already used the TIER Il MANAGER™ system before and your facility exists
1. From the Submission Listing Page, go to the 311 Report section.

2. Start by clicking on New 311. This will bring you to the New 311 Report page.

311 Reports

| Mew 311 |

Report ID Initiated Date Certified Date |‘-.-fiew |E|:1it |Delete |FLE|:|Dr‘t Status
Mo 311 Reports Found

Diagram 94: 311 Report section from Facility Home Page.
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3. If you want to use the chemicals that already exist in the system, click on Select

Chemical From Tier II. This will bring the chemicals listed in the facility inventory.

a.

d.

Choose the appropriate chemical. The associated chemical information
will be populated in the 311 Chemical Information section.

Enter in the Threshold Exceed Date.

You may add a MSDS file to your 311 Report. Click on Upload MSDS file.
A pop-up will appear. Click on Browse. Identify the location for the file
from your network drive, click on it, and click Open. The path of the file
will appear. Click Ok and Continue. If you choose to delete the attached
file, click on the Remove link.

Click on Save and Continue.

4. If you want to use the Chemical Lookup Menu, click on Search by CAS/Chemical

Name. A pop-up box will appear.

a.

If searching by CAS Number, you must enter in the exact CAS number
and click Search.

If you are searching by Chemical Name, type a portion of the Chemical
Name, choose the type of search you would like to complete (starting
with, exact match, or containing string. Containing string means that what
you type is contained in some part of the chemical nhame).

Then click Search. See whether any of the selections on the Chemical
Lookup Menu match the chemical you are looking for. If so, click on the
chosen chemical. The selection will be populated in the form. If there is
no match, close the window by clicking the x in top right hand side of the
pop-up box and enter the CAS Number and Chemical Name manually.
Enter in the Threshold Exceed Date.

You may add a MSDS file to your 311 Report. Click on Upload MSDS file.
A pop-up will appear. Click on Browse. Identify the location for the file
from your network drive, click on it, and click Open. The path of the file
will appear. Click Ok and Continue. If you choose to delete the attached
file, click on the Remove link.

Click on Save and Continue.
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5.

If you want to enter in the CAS Number manually, you can only enter in a single

CAS Number, which will be checked. If the chemical does not have a CAS

Number (as in the case of some mixtures), enter in N/A.

a.

If you want to enter in the Chemical Name manually, you must enter in

the precise Chemical Name.
Enter in the Threshold Exceed Date.

You may add MSDS file to your 311 Report. Click on Upload MSDS file. A
pop-up will appear. Click on Browse. Identify the location for the file from
your network drive, click on it, and click Open. The path of the file will

appear. Click Ok and Continue. If you choose to delete the attached file,

click on the Remove link.
Check off the Health Hazards.

Click on Save and Continue.

Return to the 311 Reports section of the Submission Listing Page.

Click View to verify the 311 Report you just added.

If all the information is accurate, click Certify. Once you certify the 311 Report,

you cannot make changes.

Complete the information and click Save and Continue.

I= thiz an Initial Submission or an Update?

Chemical Information

New 311 Report

Submission Listing

SERC, LEPC, and local fire department.

Make sure you certify the report after completing the information below.

@ Initial C Update

Section 311 requires facilities that have MSDSs for chemicals held above certain guantities to submit either copies of their MSDSs or a list of MSDS chemicals to

Select Search By |Threshold CAS Chemical Name Upload M3DS File Fire | Sudden |Reactivity|Immediate | Delayed
Chemical | CAS/Chemical |[Exceed Date Hazard | Release (Acute) |(Chronic)
from Tier Name of

11 Pressure
[1/1/2006 ||[7782-50-5 ]|[CHLORINE || cattach msDs 1 (| ~ O ~ M ||add

*The Select Chemical from Tier II lookup will only return chemicals existing in the current Tier II data.

Save and Continue |[ Exit without Save |

Submission Listing

Diagram 95: Editable New 311 Report page
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If you are a new facility to the TIER Il MANAGER™ system

1. Click on Add New Facility from the Main Menu. Sign into the Main Menu.

2. Atthe Step 1 Options menu, click on Continue 311.

3. Continue to add 311 Report information.

Facility Name: IDSIGIS Station 2
311 Report ID: 3
Initiated Date: 1/5/2007 11:14:11 AM

View 311 Report

Submission Listing

Certification Date: 1572007 11:14:11 AM
Certified By: Daniel Mohan (President)

1= thiz an Initial Submission or an Update? M 1nitial [ Update
Chemical Information
Threshold : " Sudden i
Chemical MSDS Fire 5% Immediate | Delayed
Exceed CAS: Name Attachment Hazard Release Heactiiety {Acute) {Chronic)
Date of Pressure
1/1/2006 7782-50-5 | CHLORINE Mo Attachment O W r W r

Submission Listing

Diagram 96: Completed View 311 Report page
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ONLINE EMERGENCY RESPONSE PLAN SUMMARY

If the facility submits an EHS over the Threshold Planning Quantity, it may be required to
complete an emergency plan. The Online Emergency Response Plan in the TIER Il
MANAGER™ allows the facility to submit facility specific emergency planning information
using secure web-based forms. The system delivers a streamlined process of
submitting, viewing, editing, and approving Online Emergency Response Plans, which
can be shared on the web-based system for rapid retrieval for Planners and

Responders.

The body of the plan is made up of the roles and responsibilities of each of the actors
participating in a HAZMAT response incident. Numerous enclosures follow the body of
the plan and contain facility specific information. Facilities are responsible for editing the

enclosures and certifying the ERP submission.
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COMPLETING AN ONLINE EMERGENCY RESPONSE PLAN

Once the facility has submitted their Tier Il Report, it is presented with a list of options,

one of which is to complete the online Emergency Response Plan (ERP). Follow the

instructions below to understand how to complete an Online Emergency Response Plan.

You can complete an ERP after you submit your Tier Il Report and click on Complete

Online Emergency Response Plan on the Important Additional Information Required

page or by going to the Submission Listing Page.

a.

Once you're in the plan you can select each section from the drop down
menu or click on the Previous and Next button at the top of the page or
click on the green arrows throughout the plan to go through the plan
sections.

Start entering facility information in Enclosure 1.

If you wish to populate an individual item you can click on Edit next to
each item. Populate the information in the pop-up box. Click on Save. The
information populated will then appear in the plan.

If you wish to populate an entire section you can click on Edit next to each
section. Populate the information in the pop-up box. Click on Save. The
information populated will then appear in the plan.

Go through each section of the plan until you reach the end of the
enclosures.

When you come to the last enclosure in the ERP, you will be asked to
certify your Emergency Response Plan.

You can also click on Certify ERP, which is located at the top and bottom

of the plan to certify your Emergency Response Plan.

On the Submission Listing Page,

You can see when the plan was last modified, last certified, and last
approved.

Click on Edit ERP to make changes to the ERP.

You can launch the completed ERP by clicking ‘Preview ERP’.
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Emergency Response Plan

Last Update:
Last Certification: Click here to Certify
Last Approval:

Diagram 97: Emergency Response Plan view from Submission Listing Page
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CERTIFYING AN ONLINE EMERGENCY RESPONSE PLAN

1. Click on Please Preview the ERP before Certifying. This will launch a print ready
copy of the ERP and allow you to verify if entries in the plan are accurate and
complete.

2. Check off the check box (I acknowledge that the information contained within the
ERP is accurate and true).

3. Enter the Name of the Owner/Operator or Authorized Representative.

4. Enter the Official Title.

5. The Date is already populated.

6. Click on Save and Continue to successfully submit your ERP.

7. To clear the Certification Form click on Reset Form.

8. If you click on Exit without Save, the Facility Record will exist but will be

considered incomplete.

EMERGEMCY RESPOMNSE PLAMN CERTIFICATION

I certify under penalty of law that I have personally examined and am familiar
with the information submitted, and that based on my inquiry of those
individuals responsible for obtaining the information, I believe that the
submitted information is true, accurate, and complete.

Please Preview the ERP before Certifying

¥l 1 acknowledge that the information contained within the ERP is accurate and true,

Mame of OwnerfOperator or Authorized

Representative: [3erry Halls |

Official Title: |Manager |

Date: [i/o/z007 ]

Rezet Form | | Save and Continue | | Exit Without Save |

Diagram 98: Emergency Response Plan Certification page
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SIGN OUT OF THE TIER I| MANAGER™

To sign out of the system, click on the Sign Out link instead of just closing the window.

Follow the instructions in this section to Sign out of the system.

1. Sign out by clicking on Sign Out in the top right.

2. The application will log you out as a current user.
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